Vacancy Announcenent #P00-267 DVH

VACANCY ANNOUNCENMENT

PCSI T1 ON: Managenent Anal yst, GS-343-14

(Program Manager - Succession Pl anning Program
NOTE: TOP SECRET CLEARANCE REQUI RED.
LOCATI ON: Bureau of Al cohol, Tobacco and Firearns (ATF)

O fice of Training and Professional Devel opnent
Leadership and Policy Ofice

Leadershi p Prograns Branch

Washi ngt on, DC

OPENI NG DATE:  July 18, 2000 CLOSI NG DATE: August 17, 2000

AREA OF
CONSI DERATI ON: Al'l  Sour ces

Vet erans who are preference eligibles or who have been
separated fromthe armed forces under honorable conditions
after 3 years or nore of continuous active service may apply.

MAJOR DUTI ES: The incunmbent will plan, design, inplenent and nonitor a

conpr ehensi ve Bureau-w de Succession Planning Program This Program will
institute a formal process for identifying and devel opi ng hi gh potential/
perform ng enpl oyees to assune greater |levels of responsibility and to advance
up the | eadership ranks in ATF. The incunbent will be responsible for the
managenment of the Succession Planning Program This is a primary Bureau
program of major inportance. The incunbent will perform short and | ong-range
pl anni ng and i npl enentation of training policy in the area of succession

pl anni ng, and will provide professional |eadership and guidance in devi sing,
devel opi ng and i npl enenti ng i nnovati ve changes and | ong-terminprovenents to
t he Successi on Pl anni ng Program

QUALI FI CATI ON REQUI REMENTS

SELECTI VE PLACEMENT FACTOR  Applicants nmust have direct experience in the
area of succession planning and/or significant experience in establishing a
| eader shi p devel opnent program

Applicants nust have had one year of specialized experience equivalent to at
| east the next |ower grade level in the Federal service.

Speci al i zed Experience is defined as experience which is in or directly
related to the line of work of the position to be filled and whi ch has

equi pped the applicant with the particular know edge, skills and abilities to
successfully performthe duties of the position (e.g., performshort and | ong-
range program pl anni ng; devel op and i npl enent program policy; performresource
pl anni ng; eval uate program effecti veness; devel op plans for inproved
operational effectiveness; identify and devel op ways to resol ve probl ens which
directly affect the acconplishnent of program objectives; conduct cost/benefit
anal yses; etc.).

Applicants nust neet all qualification requirenents within 30 days after the
cl osing date of this announcenent.
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EVALUATI ON METHODS: No witten test is required. Status applicants will be
eval uated and given points on rel evant experience; formal college |evel
education; training and self-devel opnment within the past five years; Quality-
Step-Increase (@Sl), Sustained Superior Performance (SSP), Special Act and
Suggestion awards; current perfornmance appraisal; and the Suppl enenta
Experience Statement. The following factors in the Suppl emental Experience
Statement will be used as the basis for determ ning the best qualified
applicants.

SUPPLEMENTAL EXPERI ENCE STATEMENT

On separate sheets of paper, describe your work experience, training and/or
awar ds, volunteer experience or hobbies as they relate to each of the factors
[isted below. Provide detailed evidence of each of the factors and show how
and when they were used. Include clear, concise exanples that show [ evel of
acconpli shnments and degree of responsibility. [Include where and when you
acqui red the know edge and abilities.

1. Denonstrated know edge and skill in planning, designing and inplenenting
an effective succession planning program and/or establishing a | eadership
devel opnent program

2. Ability to negotiate with others, especially senior nanagenent, in a way
that fosters an understandi ng of plans and proposals, and to serve as a
team | eader in training projects.

3. Know edge of general organizational theory, including nethods for
i ntegrating a succession planning programinto goals and functions.

4. Ability to conmunicate orally and in witing with all levels of an
organi zati on, including executives, md-Ilevel nanagers, staff, students,
instructors, and high-ranking officials fromvarious governnent agencies
and/ or private organizations.

5. Ability to learn and apply established standards for the devel opnment,
delivery and evaluation of training, and to manage program resources and
prepare reports on program activities.

CONDI TI ONS OF EMPLOYNMENT

The followi ng statenents are applicable if checked:

A pre-enploynent physical is required.

A pre-enploynent drug test is required.
X_ A pre-enpl oynent background investigation is required.

X_Incunbent nust be a U S. citizen.

X_Mal e applicants born after Decenber 31, 1959, nust be registered with the

Sel ective Service System

X_ Non- ATF applicants will not be reinbursed for travel and rel ocation
expenses.

Subj ect to a supervisory/ managerial probationary peri od.

O her:

GENERAL | NFORNVATI ON

1. Applications will not be returned to applicants.

2. Applications nmust be received by the closing date of this announcenent.

The postmarked date will be considered only for those persons applying as non-
status applicants for "Al Sources" announcenents.

NOTE: Full performance |evel of position is GS 14.



HOW TO APPLY

A. Candidates may submt a resune; SF-171, Application for Federa

Enpl oynment; or OF-612, Optional Application for Federal Enploynent. The OF
612 may be obtained by contacting us at the address and tel ephone nunber

bel ow, or by dialing into the Ofice of Personnel Managenment's el ectronic
bulletin board system at 912-757-3100, or through the Internet, (Telnet
connections only at FJOB. Mail.OPM GOV). The SF-171 is no |onger available for
di stribution.

Your application nust contain the follow ng i nformation

1. Title, series, grade and vacancy announcenent nunber of the vacancy for
whi ch you wi sh to be considered

2. Full name, social security nunber and mailing address.

3. Daytime and eveni ng tel ephone nunbers.

4. For experience nost relevant to this position, include nane of enployer,
dates of employnent, job title, grade (if applicable), start and end
dates and a description of duties and responsibilities.

5. Average hours worked for each position if other than 40 hours per week.

6. Nanme, |ocation and date of high school and coll ege attended.

7. Type of degree, if any, date received, GPA, major/mnor field of study.

8. Rel evant training: course titles, dates, nunber of hours and institutions.

9. Description and year of awards, honors, and special qualifications such as

| anguage, conputer skills, typing speed.
10.Clear identification of U.S. citizenship.

B. Additional information/conpleted fornms should be submitted, if checked:

X_ Witten response to the Suppl enental Experience Statenent.

X_ DD214, if claimng 5 point preference. (For non-status consideration
only.)

X_ Both DD 214 and SF-15, if claimng 10 point preference. (For non-status
consi deration only.)

__ College transcripts of lists of college courses.

_X_ Race and National Oigin ldentification Form (ATF F 2931.1) (attached).

Information submitted will be used for statistical reports only.
X_ Applicant Response Form (attached).

X_ Performance appraisal, dated within the last year. |[If not submtted
credit will not be given for that portion of the evaluation process.
(For status consideration only.)

X_ Current/forner Federal enployees - SF-50 reflecting conpetitive status.

X_ Applicants with disability or veterans eligible for non-conpetitive
appoi ntnment. Provide appropriate docunentation
Current Notice of Results.

X Conpetitive exam ning authority has been del egated to ATF by the U S

O fice of Personnel Managemnent. Non- status applications will be

forwarded to the Del egated Exanm ning Unit for rating, ranking and

referral. Status candi dates who wish to be rated under both nerit
promotion and competitive procedures nmust submt two conplete
applications.

Self-certification for typing proficiency.

X Self-initiated training and sel f-devel opment taken within past five
years (courses, training sessions or semnars that are three or nore
days in length). Provide nmonth/year of class, title and | ength of
class. (For status consideration only.)

O her:




SEND COVPLETED APPLI CATI ON TO

Bur eau of Al cohol, Tobacco and Firearns
Per sonnel Division, Room 4170

Attn: D ane Howard

650 Massachusetts Ave NW

Washi ngton, DC 20226

(202) 927-8630

TDDY users call (202) 927-7964

TO FIND QUT ABOUT OTHER JOB OPPCORTUNI TI ES USE VEBSI TE
WAV USAJOBS. OPM GOV OR WAW ATF. TREAS. GOV

DI SPLACED EMPLOYEES REQUESTI NG SPECI AL SELECTI ON PRI ORI TY CONSI DERATI ON UNDER THE
| NTERAGENCY CAREER TRANSI TI ON ASSI STANCE PROGRAM (| CTAP/ CTAP) .

Federal enpl oyees seeking | CTAP/ CTAP eligibility nust submt proof that they neet the
requi renents of 5 CFR 330.605(a). This includes a copy of the agency notice and copy of
their nost recent SF-50, noting current position, grade |evel and duty |ocation. They
must be rated well qualified. |CTAP/ CTAP applicants nmust neet the m d-1evel range of the
crediting plan for all factors.

THE BUREAU OF ALCOHOL, TOBACCO AND FI REARMS PROVI DES REASONABLE ACCOVMCDATI ONS TO

APPL| CANTS W TH DI SABI LI TI ES ON A CASE- BY- CASE BASIS. |F YOU NEED A REASONABLE
ACCOMMODATI ON FOR ANY PART OF THE APPLI CATI ON AND HI RI NG PRCCESS, PLEASE NOTI FY THE PO NT
OF CONTACT LI STED ON TH' S VACANCY ANNOUNCEMENT.

AN EQUAL OPPORTUNI TY EMPLOYER
ALL APPLI CANTS W LL RECElI VE CONSI DERATI ON REGARDLESS OF RACE, COLOR, SEX, AGE, NATI ONAL

ORI G N, NON-DI SQUALI FYI NG DI SABI LI TI ES, MARI TAL STATUS, SEXUAL ORI ENTATION, RELIGA ON, OR
ANY OTHER NON- MERI T REASON.



